Abstract: Giving an excellent presentation is critical for the success of many people, including leaders, managers, team members, business people, those in nonprofit societies, coaches, and educators. The audience may vary from a few people to thousands of people, but many of the principles are the same. This is the first in a multipart article giving some advice on the writing, rehearsal, and delivery of a fine presentation.
T houghtful presentations are generally an educational experience for the audience. However, there is a wide variation in how much educational content is present in a talk, depending on its purpose. Is the purpose of the presentation to have someone pass a test, render better patient care, demonstrate how to perform a physical task, give leadership tips, teach music appreciation, or motivate someone to vote for a candidate? In the educational literature, it is emphasized that the teacher should know the needs of the learner and give teaching that is relevant to the work or interests or responsibilities of the learner. 1 Indeed, one of the first jobs of any presenter, whether in a school or not, is to know what the audience wants and needs and what he or she knows. 2 In some cases, a speaker can determine what the audience needs with a survey given well before the talk on what he or she knows and wants to know about a subject. In education, one often starts with what is known by the learner and builds on that base. 1 There are certain educational principles that will be helpful for the speaker to keep in mind. The presenter should catch the interest of the learners by emphasizing how the information will be important to them. Motivating people to learn often is giving the students the opportunity to have a better job (such as having a better salary, more independence, more prestige, more challenges, or more interesting work) or do their current job better or to satisfy certain certification requirements or to improve their service to mankind. Motivation can involve the opportunity to find more happiness such as in having a better outlook or finding new ways to make friends or learning to help people understand their universe. Some love to learn because they find learning to be an enriching experience. There is also often a need for organizations to decrease the obstacles to learning for the student, such as not having sufficient time, dollars, interest, or access to transportation to the class or lecture hall. 1, 3 The environment of learning has a lot to do with how much the students will get out of a given presentation. Articles have shown that the skill of the presenter as a communicator and having rapport with the audience are even more important to the learners than his having extraordinary expertise of the material, although that is valued as well. It is very conducive for learning to have a teacher who builds strong relationships with his students by taking an interest not only in their names but also their ideas, concerns, interests, careers, and lives in general. The speaker who clearly cares about his learners, displays sensitivity to their various needs, and is friendly and respectful will tend to be more effective as an educator than those who do not display those characteristics. The speaker who is dynamic and enthusiastic in his presentations, has a good sense of humor, and knows how to be interactive with the learners when that will be helpful will be more effective than those who do not. Similarly, a speaker who gives the learners feedback and seeks feedback on his own teaching will tend to be a superior teacher. The speaker, especially before small groups, should seek where feasible to be a good facilitator for the learning process. It is also important that the speaker takes time to prepare his presentations and know his subject material well. A presenter who exhibits a continual thirst for knowledge and always displays professional behavior sets up a good model for others to follow. 3 The focus of the presentation should be on no more than 5 important points. 4 The goals of the presentation are the main things that the members of the audience are expected to retain. Objectives are related to the expected performance or behavior of the listeners as the result of the presentation. One system describes 3 different levels of learning. The lowest is being able to recall facts. The next level is being able to use information in expected circumstances. The highest level is being able to solve issues in unfamiliar situations with the information. The speaker needs to gear his presentation to the type of learning that the students need. 1 It is said that a learner will recall one fifth of what he or she listens to, three tenths of what he or she looks at, and half of what he or she both listens to and looks at. 5 Detailed information that is not used typically will not be remembered long, and so it is helpful if the knowledge imparted during a presentation will be used in the not-too-distant future. The learners will learn best by applying their knowledge in everyday situations. 1 In addition, the more motivation that the students have, and the greater the attention they have during a presentation, the longer the material will be retained. Adults learn better by a problem-based approach than a subject-based approach. 1 Educators also understand that by making the session more interactive, the learners will be more engaged and so remember the information better. 1, 2, 4 This has been known for many years and is summarized by the following Chinese proverb: ''Tell me and I forget. Show me and I remember. Involve me, and I understand.'' 4 Even during a lecture to a large group of people, the speaker can be interactive with his audience. This can be done with audience response systems or by raising hands in response to asking a question. It can be done by asking the members of the audience to turn to the person next to them and ask each other questions or briefly discuss a topic. Other possibilities for interactive learning, depending on the size of the audience, include a problem-based small group discussion, role playing, brainstorming, practical demonstrations, and playing various types of group games such as Jeopardy. These can be done immediately after a lecture or in subsequent learning sessions. 1, 4 Interactive sessions also are valuable in that they offer opportunities to sharpen the thinking skills of the members of the audience. However, interactive presentations usually take longer to present the same information as a traditional presentation. More reading assignments therefore may be necessary if a traditional didactic approach is not used. Having a debate on stage between 2 or more panelists as part of a multispeaker presentation is another possibility to engage the audience. 2 The speaker should also consider whether follow-up sessions would be helpful after a lecture. 1 After certain types of learning, it can be helpful to encourage learner reflection on the presentation. The student could ask himself a series of questions such as what was learned, was it relevant, could it be applied to his career or his life, could he teach it better or differently, is more study on the topic warranted, are there aspects of the talk that were not understood, and so on. In analyzing what was said, does the learner agree with the conclusions of the presenter? The listener could also ask other people in the audience to reflect on the presentation. Such reflection encourages the listener to think about the issues and may facilitate formulating new hypotheses or ways of thinking about things or making personal changes. It can result in a learning plan for the student or better feedback for the presenter. 6 The teacher must create an environment for learning where questioning is encouraged, and mistakes are considered one aspect of the educational process. A test before the talk can help the speaker design the presentation better. A test after the talk can give valuable feedback to the speaker in designing follow-up sessions to the same audience and/or future presentations on the topic to another audience. 1 Ideally, feedback should be as immediate and frequent as is feasible, give clear information on how acceptable the work was, and be given with empathy. This is true for the speaker or the learner. 2 Learners have opportunities to master material in many ways aside from stand-alone lectures. Books, articles, internet sources and activities, group projects, questions on assigned readings, problembased learning, and team-based learning are some of these. Often, there is a combination of formal-based presentations in conjunction with other activities. The individuals giving a course need to decide on how much of the instruction will be from the teachers giving lectures.
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In team-based learning, there are typically about a half dozen members who are chosen for a team that will be in place for a long time, perhaps for a semester. The participants ideally will be from quite different backgrounds or training. In college, there may be individuals chosen for each team who are from different majors and different class levels. Homework assignments are made before the class, and there is a test taken by each individual on this material at the beginning of the class, which is collected by those running the course. Right after this, the same examination is taken in which the whole team participates in finding the correct answers. Lectures are used to help get important information across but are not the mainstay of the educational process. Application activities are done as well. Also, there is written anonymous feedback from other members of the team to each team member. The advantages of this process are said to be more interest and motivation, enhanced communication (including debating) and team building skills, better critical thinking, and better feedback.
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CONCLUSIONS
There are many different purposes for a presentation. However, quality talks are typically at least partly educational. There are many alternatives to didactic presentations for students to learn material. Nevertheless, didactic presentations continue to have a major place in many learning experiences. Ideally, a lecture should not merely be a recitation of facts. Rather, these presentations should appeal to the learner's intellectual curiosity, promote thinking in new creative directions, and stimulate them to learn. Many times lectures are part of a presentation which includes an interactive session, in addition to a standard question and answer period. Sometimes lectures are done to amplify another learning experience, such as in team-based learning. 4, 7, 8 
